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BADGE Manual
Key/Legend

The BADGE application and the manuals use various styles and icons. Below are their
explanations. The BADGE Application covers all BADGE modules, the BADGE Module covers
this specific module, and the BADGE Report Buttons and Operations covers report functions.

Individual users may not have read or write privileges for every module; therefore, you may
not be able to add, edit, or delete certain information in BADGE.

BADGE Application

Style/Symbol

' _Hep ~ Help Button

Meaning

In order to view the business rules related to the selected
report, click the Help button.

E Printer Icon

- Yes No [ Unknown

Save Icon

€ Back to Parent Report
Button

In order to print a report or document, click the Printer Icon in
the Report Viewer screen.

In order to export and save a document, (i) click the Save Icon,

and a drop-down menu will appear, (ii) select the format for the
document, (iii) select the location of where you would like to
save the document, and (iv) click the Save button.

In order to go back to the parent report, click the Back to
Parent Report button.

BADGE Module

Stile/Sim bol Meanlnﬁ

Hyperlink

. Notepad Bullet

Underlined and ltalicized

Revised 8/2019
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Press the Citrl key and click the hyperlink in order to be
transferred to another document or a specific topic within the
same document for more information.

Tips and notes provide additional information, exceptions, or
special circumstances that apply to a particular topic or area in
BADGE.

Name of a screen.
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BADGE Report Buttons and Operations

Symbol Meaning

q Previous Page Button In or(_jer to go to a previous page in a report, click the
Previous Page button.

In order to go to the next page in a report, click the Next
(4 Next Page Button Page button.

= Stop Rendering Button Click the Stop Rendering button, and the report
processing will be cancelled.
. In order to preview what a report will look like before
Print Layout Icon printing, click the Print Layout button.

In order to export and save a report, (i) click the Save Icon,
and a drop-down menu will appear, (ii) select the format for
the document, (iii) select the location of where you would

like to save the document, and (iv) click the Save Icon.

(= § Save Icon

Find Text in Report text In order to find specific text in a report, (i) type the text into
I box and Find/Next the text box, and (ii) click the Find button. (iii) Click the
: buttons Next button to continue viewing the results for the Find

Text search.

The BADGE manuals are instructional guides for users to understand how to use BADGE. The
BADGE manuals will apply the same formatting but individual information. This manual addresses
the BADGE Community Insight Reports module.

The reports that show a past 13 months/quarters graph do not include data from the
current month. The date selections ONLY affect the data shows in the pie chart and the
click through detailed reports on the second page.

Updates to the manuals are made frequently and uploaded to DJJ’s website without any
notification. For this reason, it is recommended that you access the manuals solely through the
website instead of downloading and printing them to ensure that you have the most up-to-date

version.
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Community Insight Reports Module

From the BADGE home screen:

1. (i) Click the JTS Modules menu, (ii) select the Community Insight Reports option from the
drop-down menu, and the Community Insight Reports screen will appear.

BADGE

22/ Commanity Insight Reperts

o] @ (e

File JTSSearch | JTSModules | Non -JTSModules Help
Caseload Management
| Clerk Access
| Community Insight Reports
Community Programs Reporting
CSU Intake
Detention
Direct Care
Gang Management System
Incident Reporting

| Data Cleansing 3

iE

Complance Summaies

n 4.0.2.43 :

To report an issue please email DJJ-BADGE-issues@dj.virginia.gov
¥ you have a change to request please contact your RPM o Superintendent.

Every user acosssing t i y

information on j you do not
oot
UserName:

Wesker /Supervisor Level Case Load
ssrant Comolance ainey.

Community Insight Reports

D Corpietion
1 Conoition e Pt Detes Ot

The Community Insight Reports screen provides users with various reports to pull Case

Management information.

Worker/Supervisor Level Case Load

2/ Communtty Insight Raports

- et
Amaweds'Corghance Reviews
e
e Comag

Community Insight Reports

NS ——
D Corpietion

o

0 Conoietion ks, et i Oetkon O

1.

Assignments\Compliance\Reviews

5= Worker Level Caseload
Report Data

Worker:

Report Options

Genetic Sex: (@) Al Male Female

Sortby: | Supenviscr in [ASC

[ 4B Change User | Type:[Worker  ~| Report:[Case Load -] [Generate | [ Hep |
Ethmioty Rsce
Al Bricties » | |[4] Al Racss S Aoy
[ Hisp White
order | Non Black -

Juvenie #

information.

Find | Next

a. The Assignments\Compliance\Reviews provides four different reports with various

i. The Case Load report lists the supervisor, FIPS, caseload number, juvenile
number, case status, status start date, juvenile name, risk level, assignment, and

date assigned information.

The Case Contact Compliance report lists the supervisor, FIPS, caseload number,

juvenile number, case status, juvenile name, contact requirement status, and
contacts count probation: client primary probation officer/client total parole level 1-4:
clients/out of office/parent, contacts count: direct care client/parent/parent face-to-
face and residential placement client/client, monthly/parent, and probation other:

client.

The Cases Review Status report lists the supervisors, FIPS, caseload number,

juvenile number, case status, status start date, juvenile name, supervision plan
review due date, and supervisory review due date information.

Revised 8/2019
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The Case
Contact report
shows the last
open case for a
case status
type within the
specified time
period.

The Case
Contact report
is refreshed
nightly.
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iv. ~ The Case Load Summary report lists the worker, status, total, and FIPS and listed
under each status is the supervisor, FIPS, caseload number, juvenile number,
status start date, juvenile name, risk level, risk assessment type, assignment, and
date assigned information.

b. (i) Click the Assignments\Compliance\Reviews hyperlink and the Worker Level
Caseload screen will appear. The Worker, Type, and Report fields will auto-populate.
(if) Select the Report Data options, (iii) click the Generate button, and the selected
report will appear.

& Refer to Appendix A for instructions on how to use the Change User button.

a2 Worker Level Caseload
Repott Data

Worker [ 8 Change User | Type:[Woker | Repor:|Case Load ] [Genemte | [ Heb |
Report Opti
Genelic Sex: ©) Al Mae  Female 7] Al Etrriciies | [[7] Al Races N

Black -

Juvenile #

of 100% - Find | Mext

Soit by: | Supervisor in |ASC order

c. After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

% Refer to Appendix B for instructions on how to use the Report Options.
Compliance Summaries

e T T =
Community Insight Reports
L ——— i
Eomormerts Conplance Pevews. B Conpieten
# Comphancs Summins i ottt s a1 Dserten Qe
Case Cortagt B Qoo Pocerizany
OAl Facion Sunnany %n"fﬁmn:amkﬂ.}mmmm
Case Moragoners e ——
re—— 4 indicaned v Actusl Decsra
[
Case Corta Corplonce Detertion Maserss
Doeareizn Vi Compbance B
ot vt o s [,
[Er—— " —
Farpbe Dipcharge Evshation P -
rrT—, =
bt o DHA Sampe Be Taisn.
I s o
& Commaners
fry————s
ACE Traums Soman Sy
Comeinnt et Morpmret f
- ]
[———— it
1. Case Contact
o5 Case Contact Compliance Summary
Report Data
Status Type: [-Al- ~] csu:[An -] Year: 2019 2 Help
Report T‘!‘PE:|S\mpIe = | FIPS: |-NI- - ‘ Morth: = February % Generate
| of 100% - Find | Mext

a. The Case Contact report lists the FIPS, compliance status, count, percentage, and
total for open direct care, residential placement-parole, open parole cases, open
probation cases, and open residential placement/other probation cases information.

b. (i) Click the Case Contact hyperlink and the Case Contact Compliance Summary
screen will appear. The Status Type, Report Type, CSU, FIPS, Year, and Month
fields will auto-populate. (ii) Select the Report Data options, (iii) click the Generate
button, and the selected report will appear.

2. DAl Factors Summary

o5 DAI Factors Summary

Begin Date [/ 1/2019 v EndDate 2/22/2013 v  GeneticSex © Al () Male () Female Hep
Report Type | Graph Race |[¥] Al Races -
White Generate
Sort by in order Black -
csu |—N|— v| Ethnicty |[/] Al Ethnicities -
Hispanic
FIPS |-l - Non-Hispanic -

| o 100% - Find | Mext
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The DAI
Factors
Summary
report shows
regular DAIs
completed
during selected
time period that
resulted in a
discretionary
override. Judge
ordered
detentions are
not included.

For the Open
Cases by Case
Status report,
age is
calculated
based on the
most recent
status start
date within the
specified time.

The Open
Cases by Case
Status report
shows the last
open parole
case status
within the
specified time.

BADGE Manual
a. The DAI Factors Summary report lists the CSU, FIPS, aggravating override factors
for regular DAIs and mitigating override factors for regular DAIs information.
b. (i) Click the DAI Factors Summary hyperlink and the DAI Factors Summary screen
will appear. The Begin Date, End Date, CSU, FIPS, Genetic Sex, Race, and
Ethnicity fields will auto-populate. (ii) Select the report options, (iii) click the
Generate button, and the selected report will appear.

Case Management

"o Communty sight Fepors ==

Community Insight Reports

1. Open Cases by Case Status

a5 Open Parole Cases by Case Status =N EeR |
Report Data
Status Type: [Parvle & Direct Care  »| CSU:[-Al- ~| BeginDate: 2132015 ~
Report Type:| Graph v FPs A v] EndDste i3~

Report Options
ienetic Sex: Race:

Status Riskc Level i
V] Al V] Al V] Al - 2]

:/Ethnicity:

‘ of 100% < [divenis # Get History ‘

a. The Open Cases by Case Status report provides five different reports listing the CSU,
FIPS, case status, total, genetic sex, supervisor name, worker name, caseload number,
juvenile number, age, status start date, status end date, risk level, school name, grade
level, living with, and percentage information for each Status Type.

i. The Parole & Direct Care report lists the committed to DJJ, level 1-4 parole, and
residential placement-parole information.

ii. The Probation report lists the 3 — probation residential treatment program (not
judge ordered), 3 — probation levels 1, 2, 3, and 4, and 8 — probation contacts less
than one a month information.

iii.  The Inactive report lists the 8 — inactive according to plan, 8 — inactive courtesy
supervision in another CSU, and 8 — inactive supervision by another state
information.

iv. The Absconder report lists the 7 — absconder one contact a month, 7 — absconder
1 contact a week, and 7 — absconder 3 contacts a week information.

v.  The Court-Ordered Out-of-Home Placement report lists 4 — post-D detention
under 30 days without probation, 4 — post-D detention under 30 days with probation,
4 — post-D detention with program over 30 days without probation, 4 — post- D
detention with program over 30 days with probation, 4 — post-D residential (judge
ordered) with case management, and 4 — post-D residential (judge ordered) with
probation information.

vi.  The Other report lists 1 - diversion at intake, 1 — pre-D 1 contact a month, 1 — pre-D
tracking only, 2 — post-D case management, 2 — post-D referral and tracking level 1,
8 — diversion program beyond 90 days, 8 — ICJ pending, 8 — judicially ordered
unsupervised probation, 8 — pending CSU supervision transfer (receiving CSU only)
information.

b. (i) Click the Open Cases by Case Status hyperlink and the Open Parole Cases by
Case Status screen will appear. The Status Type, Report Type, CSU, FIPS, Begin

Revised 8/2019 3|Page



The Open
Cases by Risk
Level report
shows the last
open
parole/probation/
committed to
DJJ case status
within the
specified time
period.

The Case
Contact
Compliance
report shows
the last open
parole case
status within the
specified time
period.

Monthly
summary data
is refreshed
nightly.
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Date, and End Date fields will auto-populate. (ii) Select the Report Data options, (iii)
click the Generate button, and the selected report will appear.

5 Open Parole Cases by Case Status [E=%E=R ==
Repot Data
Status Type: [Parle & Diect Care =] CSU:[-Al- | BegnDate: 2132018 -
Report Type:  Graph -] FPs:[a- -] Edbes 3132018 -

-

Repott Options
Genetic Sex: Rce/Bihniciy.

Status: Risk Level

] Al 9] Al Ethricties
Male Hispanic

Femals | |[F] Non-Hispanic

\ of

100% - Juvenile #

Get History. ‘

c. After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

& Refer to Appendix B for instructions on how to use the Report Options.

2. Open Cases by Risk Level

a2l Open Juvenile Cases by Risk Level

Report Data
Status Type: | Parole/Frobation -] csufan ~ Year: 2019 Help
Report Type: | Graph ~] FPs:[a - Month:  Febrary |+
Report Options —
Genetic Sex: Race/Bihricity: Status Risk Level B
vl Al 9] Al Ethricties P 7l Al 1| supervisor

Male Hispanic No Rk | Summazed By

Female | |IF] Non-Hisparic - low  ~||Genstic Sex Aoply

\ o

100% > Find | Next

The Open Cases by Risk Level report lists the CSU, FIPS, genetic sex, supervisor,

worker, caseload number, juvenile number, juvenile name, case status, status start
date, status end date, risk level, risk assessment type, date completed, total, and
percentage information for no, low, medium, high, pending, and missing risk levels

based on the Report Type.

b. (i) Click the Open Cases by Risk Level hyperlink and the Open Juvenile Cases by
Risk Level screen will appear. The Status Type, Report Type, CSU, and FIPS fields

will auto-populate. (ii) Select the Report Data options, (iii) click the Generate button,
and the selected report will appear.

a=/ Open Juvenile Cases by Risk Level
Report Data

Status Type:  Parole/Probation

~| csufAl - Year: 2013

Report Type ‘G,Eph

~] FPs:[a- - Month:  February

Report Options
Genetic Sex: Race/Ethriciy:

-

Status Risk Level it

@ Al @] Al Ethnicties
Wale Hispanic
Female | |[] Nen-Hisparic

Supervisor
Summarized By:

Genetic Sex

V] Al -
No Risk
Lo

Apply

Juvenile #

‘ of

100% - Find | Next

c. After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

& Refer to Appendix B for instructions on how to use the Report Options.

3. Case Contact Compliance
o Contact Compliance for Open Parole Cases.
Report Data
Status Type: | Parcle ~| csu:fak - Year: 2013 Help
) sl S
Status Fisk Level Sot .
Al » (&= A Supe or
Level 1 Parole No Risk
52 Level 2 Parole ad Low 2 Apoly
duvende #
‘ of 1 Find | Next

a. The Case Contact Compliance report provides six different reports listing the CSU,
FIPS, compliance status, date, supervisor, worker, caseload number, juvenile number,
juvenile name, case status, status start date, standard adjustment, and genetic sex
information for each Status Type.

i.  The Parole report lists the contacts parent, primary probation officer, client in and
out of CSU information.
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Supervisory
Review/Super
vision Plan
Review/
Family
Progress
Report is
refreshed
nightly.

Only reviews
done by CSU
personnel are
counted
towards
compliance.
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ii.  The Probation report lists the contacts primary probation officer and client total.
iii. The Direct Care/Residential-Parole Cases report lists the contacts client and
parent face to face, and the last client contact (within 90 days) date.
iv. The Prob. Residential/Other report lists the contacts client face to face or video,
and the last client contact (within 90 days) information.
v. The Pre-Dispositional report lists the contacts primary probation officer and client
total.
vi.  The Diversion report lists the contacts primary probation officer and client total.
1. Click the Case Contact Compliance hyperlink and the Contact Compliance for
Open Parole Cases screen will appear. The Status Type, Report Type, CSU,
FIPS, Year, and Month fields will auto-populate. (ii) Select the Report Data
options, (iii) click the Generate button, and the selected report will appear.

8 Contact Compliance for Open Parole Cases

Report Data
-] oS- -

Status Type: | Parole
-] sk -

Report Type ‘Gr—:\ph

Report Options

Genetic Sex: Race/BEthnicity:
V] Al

Year: 2013

:

Month:  February

Status: Risk Level
Fi Al Al

Apply

Juvenile #

‘ of 100% Find | Next

2. Atter the report is generated, the Report Options will become accessible.
Select the Report Options and click the Apply button.

% Refer to Appendix B for instructions on how to use the Report Options.

4.  Supervisory Review Supervision Plan Review/Family Progress Report

52" Supervisory Review Status for Open Cases
Report Data
Siotus Type: [Supervisoy Review  »| CSUfar ] Year: 2019
Report TYPE: | Graph ~| FPS: A1 ~]  Menth:  February
Report Options
Genetic Sex: Race/Ethr
V] Al

:

Status: Risk Level Sort By

V] Al

— 1| Supervisor
Summanized By

- Genetic Sex Apply

Juvenile #

| of 100% Find | Next

a. The Supervisory Review/Supervision Plan Review/Family Progress Report
provides three different reports listing CSU, FIPS, status, total, percentage, supervisor,
worker, genetic sex, caseload number, juvenile number, case status, status start date,
last review date, and review due date information for each Status Type.

i.  The Supervisory Review report displays the supervisory review due dates for all
open cases.
ii. The Supervision Plan Review report displays the supervision plan review due
dates for all open cases.
iii. The Family Progress report displays the family progress report due dates for all
open direct care cases.

b. (i) Click the Supervisory Review/Supervision Plan Review/Family Progress Report
hyperlink and the Supervisory Review Status for Open Cases screen will appear. The
Status Type, Report Type, CSU, and FIPS fields will auto-populate. (ii) Select the
Report Data options, (iii) click the Generate button, and the selected report will appear.

a5l Supervisory Review Status for Open Cases

Report Data
- sk - Year: 2019

Status Type: | Supervisory Review

Report Type: Grapn -] FPs[a- <] Menh: Fenay
Report Options

Genetic Sex: Race/Eihric Status

‘J Al

:

Sort By:
Supervisor
Summanized By

Genetic Sex Apply

Risk Level
V] Al -

Juvenile #

Find | Next
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c. After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

# Refer to Appendix B for instructions on how to use the Report Options.
Detention Visit Compliance

a5 Detention Visit Compliance Status

Report Data

Status Type: | Compliancs Status -] csufak -
Report Type:  Graph -] Aes: A v]  Momh Februay
Report Options ot

Genetic Sex: Race/Ethricty. Status Fisk Level SOt
@] Al @] Al ities 7] A 5

Year, 2013 Felp

Aoply

duvenie #

100% - Find | Next

[ of

a. The Detention Visit Compliance report lists the CSU, FIPS, genetic sex, status,
supervisor, worker, caseload number, juvenile number, juvenile name, ICN, facility,
admission date, and last visit date information for each Status Type.

The Compliance Status report displays the statuses as in compliance, pending first
contact, and out of compliance.

The Contacts Due Dates report displays the compliance statuses as due in five

days or less, due in more than five days, and overdue.

b. (i) Click the Detention Visit Compliance hyperlink and the Detention Visit Compliance
Status screen will appear. The Status Type, Report Type, CSU, and FIPS fields will

auto-populate. (i) Select the Report Data options, (iii) click the Generate button, and
the selected report will appear.

3= Detention Visit Compliance Status
Report Data

Status Type: [Compiance Status ~] csu[a

- Year: 2013

Report Type: | Graph ~]  FPs:[aA- - Menth:  February :
Report Options —

Genetic Sex- Race/Bthnicity: Status Risk Level ort By: -

@] Al A 1 Al — 1| supervisar ASC

Male No Risk | Sommanzed By
2 ~ || Genetic Sex Apply
| of

Find | Next

After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

Refer to Appendix B for instructions on how to use the Report Options.

Length of Stay for Open Cases

5= Length of Stay for Open Parole Cases
Report Dt
Status Type: [ Parole | csula

- Year: 2019 2
Report T12e: Gragh -] Aps:[a <] Memh Febnay
Report Options

Genetic Sex

Race/E
¥ Al ¥ Al

Status: Risk Level

Apply

enetic Sex
Juvenile # :

Find | Next

a. The Length of Stay for Open Cases report lists the CSU, FIPS, genetic sex, length of

stay, supervisor, worker, juvenile number, juvenile name, current status, status start date,
status end date, length of stay in months, dynamic risk level, and overall risk level
information for each Status Type.

i.  The Parole report displays level 1-4 parole, and residential placement-parole
information.

The Probation report displays probation (low, moderate, and high), intensive

probation, and residential placement-probation/other probation cases information.

(i) Click the Length of Stay for Open Cases hyperlink and the Length of Stay for Open

Parole Cases screen will appear. The Status Type, Report Type, CSU, FIPS, Month, and

Revised 8/2019
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Year fields will auto-populate. (ii) Select the Report Data options, (iii) click the Generate
button, and the selected report will appear.

5 Length of Stay for Open Parcle Cases
Report Data

Status Type: | Parole -] csufa- -] Year: 2019 s Help
oot e S o T e oy 2
Report Options
‘ (Genetic Sex: Rece/Bhnicty: Status Fisk Lovel o -
7] Al 7] Al Ethnicties - Al NEE] P [ -nmenvizan iS5
Male Hispanic Level 1 Parole Mo Risk Summarized By:
Female | |[5] Nen-Hispanic ~ | 5] Level 2 Parole ~||ELow || Genetic Sex Apply
‘ of 100% . Find | Mext

c. After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

# Refer to Appendix B for instructions on how to use the Report Options.

7. Intake Offenses by Decision

o5 Intake Offenses by Decision
Report Data

Status Type: [ Juvenile Intakes -] csu A - Year: 2013 2 Help

Report Type: Grapn ~] FPs:[An - Morth:  February |2
Rieport Options —
Genetic Sex: Race/Ethricty Status: Risk Level ort By —
W] Al 9] All Etfricities - W] Al o | [ Worker A
Male Hispanic Mo Risk Summarized By:
Female | |[F] Non-Hisparic - Low = || Genstic Sex Apply
‘ of 100% B Find | Next

a. The Intake Offenses by Decision report lists CSU, FIPS, offense decision, genetic sex,
worker, intake case number, juvenile number, juvenile name, date opened, date closed,
VCC, and offense heading information.

b. (i) Click the Intake Offenses by Decision hyperlink, and the Intake Offenses by Decision
screen will appear. The Status Type, Report Type, CSU, FIPS, Year, and Month fields
will auto-populate. (ii) Select the Report Data options, (iii) click the Generate button, and
the selected report will appear.

- Intake Offenses by Decision

Report Data

Status Type: | Juvenile Intakes -] esufw ] Year 2013 : Help

Repot T9pe G <] AP -] Momh: Febnay 2

Report Options -

7] Al ] Al Ethnictiss A 7] Al « ||| Worker ASC
Male Hispanic Mo Risk Summarized By:
Female | |[F] Non-Hispanic - Low || Genetic Sex Apply

‘ of 100% - Find | Next

c. After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

& Refer to Appendix B for instructions on how to use the Report Options.

8. Parole Discharge Evaluation
For the Parole

DISChal’ge o5/ Discharge Evaluation Summary ==

Evaluation Please provide the following parameters and click Generate to generate the report.

and Probation BeginDate:  3/13/2015 ~  EndDate: 3132019 =

Discharge esu: AL =

Evaluation

reports, the

percentages for

school

attendance, a. The Parole Discharge Evaluation report lists the discharge type (based on status
employment, closed code), discharge evaluation, school attendance, employment, substance abuse,
substance - . . i .

abuse and length of residency, FIPS, CSU, caseload number, juvenile number, juvenile name, end
length of date, case status, primary probation officer on the date of release, genetic sex,

residency are

based on the

number of

discharge Revised 8/2019 7|Page
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9.

race/ethnicity, most serious offense associated with the closed status, and the workload
case status closed code information.

(i) Click the Parole Discharge Evaluation hyperlink and the Discharge Evaluation
Summary screen will appear. The Begin Date, End Date, and CSU fields will auto-

populate. (ii) Select the options, (iii) click the Generate button, and the selected report
will appear.

Probation Discharge Evaluation

al Discharge Evaluation Summary @

Please provide the following parameters and click Generate to generate the report.

Begin Date:  3/13/2019 ~ End Date:  3/13/2019 ~

csu: [-Al- =

a. The Probation Discharge Evaluation report lists the discharge type (based on status

closed code), discharge evaluation, school attendance, employment, substance abuse,
length of residency, FIPS, CSU, caseload number, juvenile number, juvenile name, end
date, case status, primary PO on the date of release, genetic sex, race/ethnicity, most
serious offense associated with the closed status, and the workload case status closed
code information.

(i) Click the Probation Discharge Evaluation hyperlink and the Discharge Evaluation
Summary screen will appear. The Begin Date, End Date, and CSU fields will auto-

populate. (ii) Select the options, (iii) click the Generate button, and the selected report
will appear.

10. YASI| Reassessments Due

a-' Open Parole YASI Reassessments Due
Report Data

Status Type: | Parole - csufm Year 2019 :
Fepr T - [ e e
Report Options -
Genetic Sex Race Status: Risk Level Sort By
) Al 7] Al P 7 Al | | Supervisor
Male No R Summarized By.
- - || Genetic Sex Apply
| of 100% Find | Next

a. The YASI Reassessments Due report lists the CSU, FIPS, supervisor, worker, juvenile

C.

number, juvenile name, case status, status start date, last review/release date, review
due date, dynamic risk level, overall risk level, and days overdue information.

(i) Click the YASI Reassessments Due hyperlink and the Open Parole YASI
Reassessments Due screen will appear. The Status Type, Report Type, CSU, and
FIPS fields will auto-populate. (ii) Select the Report Data options, (iii) click the
Generate button, and the selected report will appear.

. Open Parole VASI Reassessments Due
Repott Data
Status Type: [ Parole -] csu:fa- - Year 2013

Repat T Graph <] mes [ ] Month: | Febray
Report Options
‘ Genetic Sex: Race/Bthicity: Status. Risk Level Sort By
A V] Al 5

V] Al p 7 Al - || supenisor

Summarized By:
Genetic Sex Apply

Juvenile # :

[ of 100% Find | Ned

After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

& Refer to Appendix B for instructions on how to use the Report Options.

Revised 8/2019
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11. MHSTP Community Pre-Release Meeting

o' MHSTP Community Pre-Release Meeting

Help

csu [k -
FIPS (Al -]

| s 100% - Find | Mext

a. The MHSTP Community Pre-Release Meeting report lists the CSU, FIPS, juvenile
number, juveniles last name, juveniles first name, alert type, JCC, early release date,
MHSTP 30-day due date, JCC release date, review status, and last review date
information.

b. (i) Click the MHSTP Community Pre-Release Meeting hyperlink and the MHSTP
Community Pre-Release Meeting screen will appear. The CSU and FIPS fields will
auto-populate. (i) Select the options, (iii) click the Generate button, and the selected
report will appear.

12.  MHSTP Community Parole Meeting

3=/ MHSTP Community Parole Meeting

Help

csu (Al -]
FIPS [-AL -]

‘ of 100% = Find | Next

a. The MHSTP Community Parole Meeting report lists the CSU, FIPS, juvenile number,
juvenile last name, juvenile first name, alert type, JCC release date, MHSTP 90-day due
date, review status, and last review date information.

b. (i) Click the MHSTP Community Parole Meeting hyperlink and the MHSTP
Community Parole Meeting screen will appear. The CSU and FIPS fields will auto-
populate. (ii) Select the options, (iii) click the Generate button, and the selected report

will appear.

Caseload Assignments Management

"o Commuriy i Repers =

Community Insight Reports

Wk Sugpervisor Lirve Cases Luadd NS ——
Serects Corglancs \Bewews. D Corpietion

1. Assignments by Case Status

57 Assignments By Case Status
Report Data

Status Type: [-Al- -] csu:[ar -] Year: 2015 : Help
Repart Type [Gmph ,J FIPS: I"“‘”' ,J Morth: = February __Genecﬂe
Report Options —
Genetic Sex: Race/Ethnicity: Status Fekle] f' By.. ~
ies - Al r ASC
[ No Risk
5 ] Low e Apply
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a. The Assignments by Case Status report lists FIPS, CSU, genetic sex, case status,
supervisor, worker, caseload number, juvenile number, juvenile name, and start date

information.

() Click the Assignments by Case Status hyperlink and the Assignments by Case

Status screen will appear. The Status Type, Report Type, CSU, and FIPS fields will

auto-populate. (i) Select the Report Data options, (iii) click the Generate button, and
the selected report will appear.

5 Assignments By Case Status

Report Data
Status Type: [-Al- -] csu: A - Year: 2019 Help
Report Type: {Gmph .I F|ps_{_m_ .I Month: = February .
Report Options -

‘ Genetic Sex- Race/Bthniclty: Status: Risk Level Sort By: =
@] Al [9] Al Ethricities p Al ~ 1| Supervisor ASC
[ Male || Hispa [ No Risk Summarized By.
[ Female | |[] Non-Hispanic - [ Low ~ | | Genetic Sex Apply

Juvenie #:
‘ of 100 Find | Next

c. After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

¥ Refer to Appendix B for instructions on how to use the Report Options.

2. Assignments by Risk Level

) Assignments By Risk Level

Report Data
Status Type: [-Al- -] csufa- - Year: 2019 Heip
Report Type:| Csu/fips -] FPs: [ <) Morth: Febuay
Report Options -
Genetic Sex: Race/Bthnicity: Status: Risk Level Sort By: =
Al All Ethricities ~ Al - =
[ Male | |[E] Hispanic [E] Mo Risk Summarized By:
[E] Female ||| Non-Hispanic - Dlow - Apply
\ o

Find | Next

a. The Assignments by Risk Level report lists CSU, FIPS, juvenile number, juvenile
name, caseload number, case status, risk level, risk assessment type, and risk

assessment date information.

(i) Click the Assignments by Risk Level hyperlink and the Assignments By Risk Level

screen will appear. The Status Type, Report Type, CSU, and FIPS fields will auto-

populate. (ii) Select the Report Data options, (iii) click the Generate button, and the
selected report will appear.

37 Assignments By Risk Level

Report Data .
Status Type: [-All- -] csu:lan - Year 2019 : Help
Report Type:| C5U/FIPS -] Fps A <] Menh: Februay
Report Options

- Genetic Sex. Race/Eihniciy Status. Risk Level Sort By: -~
@ Al Al Ethricities P Al g AsC
[0 Male || Hispanic [E1 Mo Risk Summarzed By.
[F] Female [ |[7] Non-Hispanic - [F Low - Apply

Juvenie #:
| of N

Find | Mext

c. After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

& Refer to Appendix B for instructions on how to use the Report Options.
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(“03, 13”)
received during
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Override
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where the
actual decision
was for secure
detention.
Judge ordered
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not included.
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Detention Assessment

"o Commuriy i Repers =

Community Insight Reports

Wk Sugpervisor Lirve Cases Luadd NS ——
Serects Corglancs \Bewews. D Corpietion
e 0 Conoietion ks, et i Oetkon O

1. DAI Completion

a=' DAI Completion for Detention - Eligible Intake Cases

Begin Dats [/ 172019 ~ | End Date = 2/28/2019 = Genetic Sex @ Al Male Female

Report Type Race |[Z] All Races A
e
Sort by in  ASC ~ order Black -
csu [-Al- - Bthnicity |[2] Al Ethnicties o
Hispanic
FIPS [-Al- - Mon-Hispanic -

‘ of 100% - Find | Next

a. The DAI Completion report lists CSU, FIPS, DAI, genetic sex, worker, case number,
juvenile name, juvenile number, opened date, and closed date information.

b. (i) Click the DAI Factors Summary hyperlink and the Detention Assessment Instrument
(DAI) Completion screen will appear. The Begin Date, End Date, Report Type, Sort
by, CSU, FIPS, Genetic Sec, Race, and Ethnicity fields will auto-populate. (ii) Select
the options, (iii) click the Generate button, and the selected report will appear.

2. DAl Completion Intakes Resulting in Detention Order

o' DAI Completion Intakes Resulting in Detention Order

Begin Dsts [/ 1/2013 = EndDsts 2232019 ~  GeneticSex @ Al () Msls ) Famsle
=Ip

Tl Race |¥] All Races A
White _Genemte
Sort by in  ASC  ~ oer Black - -
csu [an -] Bihicity |4 Al Bthniciies ~
Hispanic
FIPS (Al -] Non-Hispanic -

‘ of 100% - Find | Mext

a. The DAI Completion Intakes Resulting in Detention Order report lists the CSU, FIPS,
genetic sex, worker, case number, juvenile name, juvenile number, opened date, and
closed date information.

b. Click the DAI Completion Intakes Resulting in Detention Order hyperlink and the DAI
Completion Intakes Resulting in Detention Order screen will appear. The Begin Date, End
Date, Report Type, Sort by, CSU, FIPS, Genetic Sex, Race, and Ethnicity fields will
auto-populate. (i) Select the appropriate options, (iii) click the Generate button, and the
selected report will appear.

3. DAl Override Percentages

o DAI Override Percentages

Begin Date [E/ 1/2019 = | EndDale  2/28/2019 ~ Genetic Sex @ Al Male Female
Help

e o 27 ‘
White Generate
Sort by in  ASC - order Black -
csu ‘,M, v| Eihricity |[¥] Al Ethnicities -
Hispanic
FIPS "‘“«”' Vl Mon-Hispanic -

‘ of 100% - Find | Med
a. The DAI Override Percentages report lists the CSU, FIPS, genetic sex, worker, case

number, juvenile name, juvenile number, opened date, closed date, and override
information.
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b. (i) Click the DAI Override Percentages hyperlink and the DAI Override Percentages

screen will appear. The Begin Date, End Date, Report Type, Sort by, CSU, FIPS,
Genetic Sex, Race, and Ethnicity fields will auto-populate. (ii) Select the options, (iii) click
the Generate button, and the selected report will appear.

DAl Mandatory and Discretionary Aggravating Override Categories

3=/ DAl Mandatory and Discretionary Aggravating Override Categories

Begin Date [/ 1/2015 v EndDate 2/28/2019 v  Genetic Sex @ Al Male Female
Help

Report Type Race |[¥) Al Races P
e
csu [ -] Bhricty |[¥] Al Ethricties "
Fisparic
FIPS [-Al- -] Non-Hisparic <
| = 100% - Find | Mex

a. The DAI Mandatory and Discretionary Aggravating Override Categories report lists
the CSU, FIPS, genetic sex, worker, case number, juvenile name, juvenile number,
opened date, closed date, and override category information.

b. (i) Click the DAl Mandatory and Discretionary Aggravating Override Categories
hyperlink and the DAl Mandatory and Discretionary Aggravating Override Categories
screen will appear. The Begin Date, End Date, Report Type, Sort by, CSU, FIPS,
Genetic Sex, Race, and Ethnicity fields will auto-populate. (ii) Select the options, (iii)
click the Generate button, and the selected report will appear.

DAl Aggravating Override Factors

oZ/ DAl Aggravating Override Factors

Begin Dat= 2/ 1/2019 ~ EndDate  2/28/2019 - Genetic Sex (@ Al Male Female
Help

Repott Type Race |[¥] All Races .
e
Sor by N ASC  ~+ omder Black -
Ccsu |-AJI- v| Ethricity |[¥] Al Ethnicities A
Hispanic
FIPS |-AJI- v| Mon-Hispanic -

‘ of 100% - Find | Mext

a. The DAI Aggravating Override Factors report lists the CSU, FIPS, genetic sex, worker,

case number, juvenile name, juvenile number, opened date, closed date, and override
factor information.

(i) Click the DAI Aggravating Override Factors hyperlink and the DAl Aggravating
Override Factors screen will appear. The Begin Date, End Date, Report Type, Sort by,
CSU, FIPS, Genetic Sex, Race, and Ethnicity fields will auto-populate. (ii) Select the
options, (iii) click the Generate button, and the selected report will appear.

DAI Mitigating Override Factors

o5 DAI Mitigating Override Factors

Begin Date [/ 1/2019 v | EndDate  2/28/2019 Genetic Sex @) Al Male Female
Help

Report Type Race |[¥] Al Races -
e
Sort by in  ASC - order Black -
csu [ - Bhricity |[¥) Al Ethricties i
Hispanic
FIPS |'A”' '| Mon-Hispanic -

| of 100% = Find | Mext

The DAI Mitigating Override Factors report lists the CSU, FIPS, genetic sex, worker, case

number, juvenile name, juvenile number, opened date, closed date, and override factor
information.

(i) Click the DAI Mitigating Override Factors hyperlink and the DAI Mitigating Override
Factors screen will appear. The Begin Date, End Date, Report Type, Sort by, CSU, FIPS,
Genetic Sex, Race, and Ethnicity fields will auto-populate. (ii) Select the options, (iii) click
the Generate button, and the selected report will appear.
DAI Indicated v. Actual Decisions

12|Page
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o' DAIMitigating Override Factors

Begin Date [/ 1/2019 ~ | EndDate  2/28/2019 - Genetic Sex @ Al Male Female Help
ot T e [0 e 3
wrer
Sort by N ASC  ~ order Black -
csu |—.le v| Ethricty | Al Ethnicities -
Hispanic
FIPS |-.NI- '| Non-Hispanic -
| w0 100% - Find | Mext

a. The DAl Indicated v. Actual Decisions report lists the CSU, FIPS, genetic sex, worker,
case number, juvenile name, juvenile number, opened date, closed date, and outcome
information.

b. (i) Click the DAI Indicated v. Actual Decisions hyperlink and the DAI Indicated v. Actual
Decisions screen will appear. The Begin Date, End Date, Report Type, Sort by, CSU,
FIPS, Genetic Sex, Race, and Ethnicity fields will auto-populate. (ii) Select the options,
(iii) click the Generate button, and the selected report will appear.

Detention Measures

1. Detention Admissions

3= Secure Detention Admissions
Report Data

Status Type: | Status -] csu:[ar -] Year 2019 s Help
Report Type: Graph ~| FPs: A < Morth Febray 1t
Report Options =
Genetic Sex: Rsce/Bhricty: Status: Risk Level ot By
] Al ] Al Ethnicities P ] Al o | LIntake Worker
Wale Hispanic No Risk | Sommanzed By
Female |{[F] Nen-Hispanic - Llow - ||Genetic Sex Apply
[ of 100% - Find | MNext

a. The Detention Admissions report provides three different reports listing the CSU,
FIPS, status, genetic sex, intake worker, juvenile number, juvenile name, initial
detention facility, admission date, release date, days detained, and detention
assessment score information for each Status Type.

i.  The Status report lists a breakdown of secure detention admissions during the
selected time period by disposition status at the time of admission.

ii. The DAI Categories report lists a breakdown of secure detention admissions during
the selected time period by the most serious DAI offense category.

iii. The Length of Stay report lists a breakdown of secure detention admissions during
the selected time period by the most serious DAI offense category.

iv. (i) Click the Detention Admissions hyperlink and the Secure Detention Admissions
screen will appear. The Status Type, Report Type, CSU, FIPS, Year, and Month
fields will auto-populate. (ii) Select the Report Data options, (iii) click the Generate
button, and the selected report will appear.
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a2 Secure Detention Admissions
Report Data

Status Type: [ Status ~| csular - Year: 2013 =
Report Type: | Graph ~] FPs: [ - Merth:  February 1+
Report Options
Genetic Sex: Race/Ethnicty Status Risk Level SertBy. -
Al ] Al Ethicties > Al o | |Intake Worker ASC
[ Male || Hispanic [0 Mo Risk Summarized By:
[ Female | | Non-tispanic - i Lo + W Genetic Sex Aoply
| of 100% - Find | Next

v.  After the report is generated, the Report Options will become accessible. Select
the Report Options and click the Apply button.

# Refer to Appendix B for instructions on how to use the Report Options.

2. Detention Releases

azl Secure Detention Releases

Report Data
Status Type:  Status -] csufan - Year 2013 n Help
Report Type: | Graph -] FPs:[Ar - Morth:  February |+
Report Options .
Genetic Sex: Riace/Ethricty Status Fisk Level SotBy: -
@ Al [] Al Ethnicties - Al . | | Intake Worker ASC
[ Mae || Hspanic [ No Fisk | Sumimazed By.
[ Female | |[F] Non-Hispanic - Flow - |{Genetic Sex Apply
‘ of 100% - Find | Next

a. The Detention Releases report provides three different reports listing the CSU, FIPS,
genetic sex, status, intake worker, case number, juvenile number, juvenile name, initial
detention facility, admission date, release date, initial status, most serious offense category,
and days detained information for each Status Type.

i.  The Status report lists a breakdown of secure detention releases during the
selected time period by disposition status at the time of admission.
ii. The DAI Categories report lists a breakdown of secure detention releases during
the selected time period by the most serious DAI offense category.
iii. The Length of Stay report lists a breakdown of secure detention releases during
the selected time period by the length of stay during pre-dispositional status.

b. (i) Click the Detention Releases hyperlink and the Secure Detention Releases screen will
appear. The Status Type, Report Type, CSU, FIPS, Year, and Month fields will auto-
populate. (ii) Select the Report Data options, (iii) click the Generate button, and the
selected report will appear.

85 Secure Detention Releases
Report Data

Status Type: | Status <] csufan - Year 2019 < Help

Report Type | Graph -] Fps:[ak v]  Merth Febuay

Report Options -

Genetic Sex: Race/Ethnicity: Status Fligk Level Sort By: = -

@ Al [¥] Al Ethnicities ~ Al || ntake Worker ASC

[ Mae | | Hspanic [ NoRisc | Simmanzed By

[E Female | [ Non-Hispanic - Elow  ~ |{Genetic Sex Ppply
Juvenile % :

‘ of 100% - Find | Next

c. After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

& Refer to Appendix B for instructions on how to use the Report Options.

Data Issues

= Communty Insight Reports [==|
Community Insight Reports
Weshtor 5 gareace Livel Case Lost Detorvion Assesamert
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1. Workload Cases with No Primary Worker Assigned

a2 Workload Cases with No Primary Worker Assigned

Report Data

Status Type: [-Al- < oesufa- 4 Year: 2019 : Help

Report Typa'ls‘mp‘a .I F\pg_{_m_ .I Month:  February

Report Options

Genetic Sex: Race/Ethricity Status: Risk Level Sor By -

@] Al Al Ethnicities ~ Al . [ICSU ASC

[0 Male || Hisparic [ No Risk Summarized By:

[ Female | |[T] Non-Hispanic - [ Low - Apply
Juvenile # :

| of 100% - Find | MNext

a. The Workload Cases with No Primary Worker Assigned report lists the CSU, FIPS,
caseload number, juvenile number, juvenile name, and start date information.

b. (i) Click the Workload Cases with No Primary Worker Assigned hyperlink and the
Workload Cases with No Primary Worker Assigned screen will appear. The Status Type,
Report Type, CSU and FIPS fields will auto-populate. (ii) Select the Report Data options,
(iii) click the Generate button, and the selected report will appear.

5 Workload Cases with No Primary Worker Assigned

Report Data
Status Type: [-Al- <) oestifw- 4] Year: 2013 Help
Report Typa'l == -J FIPS: I"“"‘ -J Month: | February
Repoit Options =
Genetic Sex: Race/Ethniciy, Status. Risk Level i B
Al Al Bthrictiss = Al . JLCsu ASC
[ Male | |[E Hispanic [ Mo Risk Summarized By:
[[] Female | |[T] Non-Hispanic - [ Low - Apply
‘ of 100% - Find | Next

c. After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

¥ Refer to Appendix B for instructions on how to use the Report Options.

2. Intake Complaints with Missing Adjudications/Dispositions

a2 Juvenile Intake Offenses with Missing Adjudications @

Please provide the following parameters and click Generate to generate the repart.
Fiscal Year: 2019

CSU: [ Abingdon (C5U) - 028 -

a. The Juvenile Intake Complaints with Missing Adjudications/Dispositions report lists
the CSU, FIPS, juvenile number, juvenile name, intake date, ICN, VCC, and the flag
number information.

b. (i) Click the Intake Complaints with Missing Adjudications/Dispositions hyperlink
and the Intake Complaints with Missing Adjudications/Dispositions screen will appear.
The Begin Date, End Date, and CSU fields will auto-populate. (ii) Select the options,
(iii) click the Generate button, and the selected report will appear.

Miscellaneous

= ‘Commmunity Insight Reports

=
Community Insight Reports
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For the Juveniles 1. Juveniles Requiring DNA Sample Be Taken

Requiring DNA
Sample Be Taken

a5 Community Insight Report Parameters
Report Deta

report: Status Typs: [-Al- ~| csu:[an- - Year: 2019 :
RepcrtTypelSlmp‘E -‘ F\F‘S:l-NI- -‘ Month:  February .

If the juvenile is on
probation or | of 100% - Find | Nex
parole, he/she is
listed under the

appropriate CSU.

a. The Juveniles Requiring DNA Sample Be Taken report identifies the juveniles that

If the juvenile is in have a felony charge at the time that the juvenile was 14 years of age or older and lists
a JCC then he/she CSU, FIPS, juvenile name, juvenile number, date of birth, charged offense, offense

is listed under that date, adjudicat ion, date adjudicated, and amended charge information.

.Ju(\:/gr'“'lfetihsenot o b. (i) Click the Juveniles Requiring DNA Sample Be Taken hyperlink and the

mebation or Community Insight Report Parameters screen will appear. The Status Type, Report
parole, or is not in Type, CSU, and FIPS will auto-populate. (ii) Select the Report Data options, (iii) click
a JCC, he/she is the Generate button, and the selected report will appear.

not listed. 2. Expunged Juveniles

The report is not :

ended tobe ar e

exact

representation of O foracon C500-i25 -

DNA samples

needed. It

represents the

juveniles that we

suspect a DNA . . . ) ] ]
sample is needed a. The Expunged Juveniles report lists the CSU, intake FIPS, last name, first name, juvenile

for given the data number, detention admission sequence, age, date of birth, date expunged, series number,
f’rfo"'de‘tj_- ould total number, and date of birth range information.
bne?,rg:?ﬁé%nbsefgfe b. (i) Click the Expunged Juveniles hyperlink and the Expunged Juveniles screen will
requesting a appear. The CSU field wiI'I auto-populate. (ii) Select the CSU, (iii) click the Generate button,
sample be and the selected report will appear.
obtained. 3. JCC Commitments
Juveniles that
. a2 JCC Commitments ==

have rad theg d Please provide the following parameters and click Generate to generate the report.
IsnaQXIDeGreEcor € Begin Date:  3/13/2019 ~ End Date:  3/13/2019 -

. as CSU: [ Abingdon (CSL) - 028 -
having been
taken, are not
included.
If your list on a. The JCC Commitments report lists the CSU, FIPS, juvenile number, juvenile name,
the Expunged genetic sex, race, and commitment date information.
Juveniles b. (i) Click the JCC Commitments hyperlink and the JCC Commitments screen will appear.
jrj\?;:}lzr‘sor‘:‘fmae The Begin Date, End Date, and CSU fields will auto-populate. (i) Select the options, (iii)
associated with click the Generate button, and the selected report will appear.
multiple 4.  Open Cases Without an ACE
localities for the
same CSU, itis 5 Workload Cases with Ne Recorded ACE Trauma Screen
because there P (A -] esu:[a o] Ve 2018
was some type 259"“ ;Wel.S\mple ~] FPs:[aA- - Month:  February
of interaction GZ?;T: gy-ngace/am:w Status Risk Level S:D;FV
with this e (I i o | Sommemsan =
juvenile in each = - 2ony
locality and you e
may or may not ! of 00 : Find | Nex
have any
documents. If a. The Open Cases Without an ACE report lists the CSU, FIPS, supervisor, worker, juvenile
you have number, juvenile name, and case status information.
documentation,

please be sure
to include it on

the RM3 for
your branch. Revised 8/2019 16|Page
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b. (i) Click the Open Cases Without an ACE hyperlink and the Workload Cases with No

Recorded ACE Trauma Screen will appear. The Year and Month fields will not be
accessible. (ii) Select the options, (iii) click the Generate button, and the selected report will
appear.

- Workload Cases with No Recorded ACE Trauma Screen
Repott Data

Status Type: [-Al- -] csufm Year: 2019
Report Type: Simple ] Aps:[A- -] Morif. Febary
Report Options =

Genetic Sex. Race/Bthricy. Status Risk Level i

CcsuU

V] Al

W] Al
No R Summanzed By

Apply

duvenie #

‘ of 100% - Find | Next

After the report is generated, the Report Options will become accessible. Select the
Report Options and click the Apply button.

Refer to Appendix B for instructions on how to use the Report Options.
ACE Trauma Screen Summary

a5 ACE Trauma Screen Summary @

Please provide the following parameters and click Generate to generate the report.

Begin Date: 31132009 ~  EndDate: 3132019 -
CSU: [-Al- -

The ACE Trauma Screen Summary report lists the juvenile’s ACE trauma information.

(i) Click the ACE Trauma Screen Summary hyperlink and the ACE Trauma Screen
Summary screen will appear. (i) Select the options, (iii) click the Generate button, and the
selected report will appear.

Social Histories Completed

a5 Social Histories Completed <]

Please provide the following parameters and click Generate to generate the report.

Begin Date:  3/13/2019 ~  EndDate:  3/13/2019 -
csu: a1 -]

The Social Histories report lists the juvenile’s social history information by Worker, CSU,
Juvenile Number, Juvenile Name, Report Type, and Date Completed fields.

(i) Click the Social Histories hyperlink and the Social Histories Completed screen will
appear. (ii) Select the options, (iii) click the Generate button, and the selected report will
appear.

Workload Report

a2 Workload Report == R ==

Please provide the following parameters and dlick Generate to generate the report

D

Begin Date: 2/ 172019~ End Date:  2/28/20

CSU: [ Abingdon (CSU) - 028 -]

[, Generate Help

The Workload report lists a selected CSU’s workload information by status code, report
type, and intakes. Each category lists a static workload value and the hours/month for the
selected timeframe. Under Status Code is listed the total CCD (Child Care Days) and ADP
(Average Daily Population) by workload case status. Report Type displays the total reports
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and monthly average number of reports generated by report type. Intakes lists the total

intakes and monthly average number of intakes completed by intake type. The report also

displays the demand in hours, which is a summation of the hours/month for status code,
report type, and intakes. The FTE needed shows the number of positions needed to

complete the work generated in a given month. Other fields displayed on the report (i.e.,

FTE assigned, special positions, FTE filled, and FTE variance from assigned) must be filled

in by the user.

i. (i) Click the Workload Report hyperlink and the Workload Report screen will appear.
(ii) Select the options, (iii) Click the Generate button, and the selected report will
appear.

ii. Click the Help button for more information on how data in the report are calculated.
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Appendix A

In order to use the Change User button:
1. Click the Change User button and the Employee Search screen will appear.

a2 Employee Search ==

Last Name | Use Widcard

Name Suffix  More
First Name Use Wildcard

7] Find Orly Current Employees Clear Al

Type the Last Name.

Click the Use Wildcard checkbox and the employee search will match any character or
sequence of characters that you put in the Last Name field.

Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
Type the First Name.

Click the Use Wildcard checkbox and the employee search will match any character or
sequence of characters that you put in the First Name field.

Search using the employee’s work, cell, or fax number by typing it into the Phone textbox.
The Find Only Current Employees checkbox will be selected automatically. If you would
like to include former employees in your search results, uncheck this checkbox.

Click the Find button and the Search Results screen will appear.

4, Semrch Results - eriployees mest your oriteria, ===

Legsl Lt Namm Sufin Lagal Frat Name Display Miermes Acoout Coemd

(i) Select an employee’s name, and the row will be highlighted in blue, (i) click the Select
button, and the selected name will auto-populate into the Worker field.
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Appendix B
There are four Report Type options that may be available for the reports:

Simple | Graph | CSU/EIPS | Summary

Simple
A Simple report type displays information that meets the selected report data options and breaks
them down into a table with labeled headings.

o (=l

Report Data

Status Type: | - |

Report Type: leph v]

Report Optior Graph

Genetic Sex: CSU/FIPS

7 Al Summa

Male pE
Female

CSU: [-Al-
FIPS: Al

v| Begin Date: - Help
~|  FEndDate:

Status: Risk: Level A
¥ Al -

No Risk
Low

Summarized By:
- Apply

Mon-Hispanic

<] Begnbme s < [ Hew
~ e A 7] EwdDas s1220 -

St Fisk Level Sor by.
] A

Level * | Smmarznd By

D @&du-- | w

. - verie 5 Gt sty
Open Juvenile Parole Cases By Case Status
For AllCSUs From 31212019 to 41212019

After selecting all the report data options, and selecting Simple for the Report Type, the specific
report will appear. The Simple report screen does not offer any additional hyperlinks.

1. Report Options
a. Many reports will provide a Report Options section that will be located at the top of the
screen. The Report Options allow the user to adjust the information that is listed in the
table.
b. The Sort By drop-down menu allows the user to change the order that the information is
presented. The user can select “ASC” for ascending or “DESC” for descending the
information based on the selected Sort By option.

Report Options 5

Genetic Sex: Rece/Ethnicity: Status: Fisk Level =

7] Al 7] Al Ethriciies NEE] - |= = ASC
Male Hispanic Level 1 L d By:
Female Mon-Hispanic -

Level 2 - - || Genetic Sex

Apply

2. Report Buttons

a. Click the Next Page button to go to the next page, (ii) click the Last Page button to go to
the last page of the report, (iii) click the Previous Page button to go back to the previous
page, and (iv) click the First Page button to go to the first page of the report.

b. (i) Click the Stop Rendering button to cancel generating the report and (ii) click the
Refresh button to ensure the most current information is being displayed

c. (i) Click the Print button to print the report, (ii) click the Page Layout button to view the
print layout of the report, (iii) click the Page Setup button to select the setup of the page,
(iv) click the Export button and (v) select the appropriate drop-down option to export the
report to.

d. (i) Select a Zoom option to zoom into the report, (ii) enter a key word into the Find Text in
Report textbox, (iii) click the Find button to find the key word, and (iv) click the Next button
to go to the next spot in the report that has the key word.

‘ 1 of 79 b b i B Ao W | o200% - Find | Next
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Graph

A Graph report type displays information that meets the selected report data options by providing
visual aids for data through different graphs (line graphs, tables, and pie charts).

a
Report Data

Status Type: | ~| csu:fa- - Year : Help

Repor T Gran FS: (A1 ] Meh -

Report Optior{€'=s]

Genetie Sex: CSU/FIPS Status Risk Level SHice

Al Summary = '« | | Supervisor ASC

[ Male || Simele H Summarized By.

[ Female | |[F] Mon-Hispanic - = = | | Genetic Sex Apply
Juvenile # :

After selecting all the report data options, and selecting Graph for the Report Type, the specific
report will appear. The graphs can also include hyperlinks to additional detailed report information.

1. Pie Chart
a. A pie chart included in a Graph report type will display information divided into sectors by

percentages of different report categories. In addition, the pie chart includes hyperlinks that
allow a user to access and review additional report details.

Category 1 s Catogory 3 Ctegoiy 4 W Category 5 Category 6
m— Categoiy 2

Length of Stay Total  Percentage
[

cccccc

b. To use pie chart hyperlinks: (i) Place your cursor over the section of the pie chart you would
like to get detailed information on, and (ii) click on the hyperlink, and a new report will open
with additional data.

Ahandcursor 2. Table

will appear over a. The table included in a Graph report type will display information spread out in a table. In
the specific addition, the table includes hyperlinks that allow a user to access and review additional
data on the report details

Table when P ’

the_re IS an Category 1 Category 2 Category 3

active X

hyperlink. v

z

by

The report shows
Print Date:
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b. To use table hyperlinks: (i) Place your cursor over the specific data on the table that you

would like to review, and (ii) click on the hyperlink, and a new report will open with
additional data.

3. Line Graph

a. Aline graph included in a Graph report type will display report data in a series of connected
data points. The line graph lists the report name at the top and will include percentages for
specific report data on the Y-axis for a given time period show on the X-axis.

X-axis is the e of e FPs:
vertical axis of Titl of Graph

the system of -

coordinates.

X-Axis
Y-Axis is the

horizontal axis
of the system of ¥-Axis
coordinates.

— High Low = Medum = Missing NoRisk == Pending

b. A color-coded report key will be displayed at the bottom of the line graph that indicates the
data point categories by hame and color.

CSU/FIPS

A CSU/FIPS report type displays information that meets the selected report data options and
divides it by specific CSU/FIPS.

Status Type: | +| csu:fan - Year : Help
Report Type:(Graph =] Fes: [ - Morth :
5 : Risk Level il =
Summary WA 1| Supervisor ASC
Simple [E] Mo Risk Summarized By:
[l low = ||Genetic Sex Aoply

SmsTge|  +] osu[s - Year RENE
- ERS A - Mora

1 of 1 Y Eadue- e

Report Name

After selecting all the report data options, and selecting CSU/FIPS for the Report Type, the
specific report will appear. The CSU/FIPS report screen does not offer any additional hyperlinks.

Summary

A Summary report type displays information that meets the selected report data options and puts
them in a spreadsheet based on a specific category.

8
Report Date
Status Type: |Parole ~] csu [0 -] Year

Report Type: [Grapn 7] FAes:[aL - Morih

Report Optior Graph
Status: Fisk Level i

netic Sex: CSU/FIPS

Al Summar

[EEE]

Female [ |[] Non-Hispanic

Genetic Sex Apply

Juverile #:
‘ of B
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St Ty 1 estila = Year oo
Repot Type: - PS4 2, Morth Generste_|

A hand cursor Ei e se B e
will appear over P | errte - ]
specific data on R T
the Summary

report when

there is an '
active
hyperlink.

Report Name

After selecting all the report data options, and selecting Summary for the Report Type, the

specific report will appear. The summary will also include hyperlinks to additional detailed
report information.

Hyperlinks

1. Place your cursor over the specific data on the spreadsheet that you would like to review, and
(ii) click on the hyperlink, and a new report will open with additional data.
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Document Revisions

Revision Revised Item Revision Details
Date

August 21, Absconder statuses Assignments/Compliance/Reviews — Case

2018 added to Several Reports | Reviews Report, Open Cases by Risk Level,
Supervisory Review/Supervision Plan
Review/Family Progress Report — Supervisory
Review Report and Supervision Plan Report, and
Length of Stay for Open Cases.

August 21, Assignments by Case Absconder and Tracking Only were added as case

2018 Status Report Status Category Options.

September Title Page / Headings / The format, headings, title page, and screenshots

15, 2018 Format / Screenshots have been updated for correction and consistency.

January 15, | Parole and Probation An update to the Parole and Probation Discharge

2019 Discharge Evaluation Evaluation reports added the following fields to the

Reports reports: primary PO on the date of release, genetic

sex, race/ethnicity, most serious offense with the
closed status, and the workload case status closed
code.

February 28, | Report KEY/LEGEND The Report KEY/LEGEND was added to the

2019 Reports section to provide report buttons and
operations instructions.

March 12, Workload Report The Workload report was created and can be

2019 found under the Miscellaneous reports.

July 23, 2019 | Intake Complaints with The Intake Complains with Missing

Missing
Adjudications/Dispositions

Adjudications/Dispositions report was created and
can be found under the Data Issues reports.
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